INSURANCE PLAN COST REPORT INSTRUCTIONS

Go to HRBENO0O074 (Insurance Plan Cost)

Click on Search Helps button
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Enter Organizational Unit pertaining to your Location
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On the next page is what the generated report should look like, if you scroll down you will find Optional
and Dependent Coverage’s with proper plans and premiums.

Important note: This example of the generated report reflects columns that are hidden. If you choose
to hide columns after the report has generated, right click on the column you wish to hide and click HIDE
and that column will disappear from viewing.

The columns that you will find useful are:

Benefit Plan Text (Plan Types: Basic, Optional, Dependent)
Pers. No.
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G (Gender)

Entry

Part.Date (Participation Date)

Insurance Option Text (Coverage Volume)
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To print, Click Local File
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Click Spreadsheet
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Key date 104062011
Benefitarea 01 Comm of KY
“Benefit plan text | Pers Mo. [Name ID number |G |Entry Part date Insurance option text EE Cost ER Crei
Basic Life and AD&D F |07/01/2011 |09/01/2011 |$20,000 0.00 1 a
M |08/01/2011 |08/01/2011 |$20,000 0.00 1.:‘
M |05/01/2011 |05/01/2011 |$20,000 0.00 1.
F |03/01/2011 |10/01/2010 |$20,000 0.00 1.
F 08M1/2011  10/01/2011 520,000 0.00 1.
F |03/01/2011 |10/01/2010 |$20,000 0.00 1.
F 03/01/2011 |01/01/2010 520,000 0.00 1.
M 03/01/2011  |01/01/2010 520,000 0.00 1.
F |03/01/2011 |01/01/2010 520,000 0.00 1.
F |03/01/2011 |01/01/2010 520,000 0.00 1.
F  |03/01/2011 |01/01/2010 520,000 0.00 1.
F 030172011 |01/01/2010 520,000 0.00 1.
F03/01/2011 |01/01/2010 520,000 0.00 1.
F |03/01/2011 |12/01/2010 |$20,000 0.00 1
M |03/01/2011 |10/01/2010 |$20,000 0.00 1.
F |03/01/2011 |01/01/2010 |$20,000 0.00 1.
F |03/01/2011 |01/01/2010 |$20,000 0.00 1.
F |03/01/2011 |01/01/2010 520,000 0.00 1.
F |03/01/2011 |01/01/2010 520,000 0.00 1.
F 03/01/2011 |01/01/2010 520,000 0.00 1.
M 03/01/2011  |01/01/2010 520,000 0.00 1
o
EIEI=]=] Page[1 4




Click on your matchcode below
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This box will pop up allowing you to name and save your report to your local directory
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Per screen print below, the example has the file named Insurance Plan Cost and will either
Save to the Desktop or to My Documents. You will be able to save wherever you choose.
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This will allow you to open the Excel report and to allow print capabilities.



